
Letter of Recommendation 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to wholeheartedly recommend [Employee's Name] for the position of [New Position 

Title] in the [Department/Location] at [Company Name]. Having worked with [Employee's 

Name] for [Duration of Time] at [Current Department/Location], I have witnessed their 

professionalism, dedication, and skill firsthand. 

[Employee's Name] has consistently demonstrated exceptional [specific skills or qualities 

relevant to the new position], making valuable contributions to our team. Their ability to [state 

relevant experiences or achievements] showcases their readiness for advancing within the 

company. 

In addition to their technical skills, [Employee's Name] is a true team player, exhibiting strong 

communication skills and a collaborative spirit. They have a unique ability to motivate others 

and foster a positive work environment. 

I am confident that [Employee's Name] will make a significant impact in their new role and 

continue to excel in [Company Name]. I strongly support their transfer and believe they will 

uphold the values and standards of your team. 

Should you require any further information regarding [Employee's Name]'s qualifications or 

performance, please do not hesitate to contact me at [Your Phone Number] or [Your Email 

Address]. 

Thank you for considering this recommendation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Current Department/Location] 

[Company Name] 


